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How to Import a CSV File Into  maxaesvext orrics
Excel Without Removing the Leading 0s

This document provides one method for importing a CSV formatted file into Microsoft Excel without
removing the leading 0’s. This will assist any user who exports a report from the Defense Travel System
(DTS) in CSV format and would like to import it into Microsoft Excel to manipulate the data.

Use the below steps to import a CSV file

1. A traveler’s Electronic Funds Transfer (EFT) Data may have leading zeros for their EFT data, as
depicted in Figure 1.

Electronic Funds Transfer Data

Enter only one account with a routing number
Mandatory EFT Payment: * & Yes ¢ Mo yore information
Checking Routing Mumber: Im
Checking Account Number: IDDI33321EE4D
OR

Saving Routing Mumber: I

Saving Account Number:

Figure 1

2. The DTA will select View Person Lists>Complete Traveler Info List from the People module in
the DTA Tools (Figure 2).

DTA Tools: Search People | Create Person | Receive Person | View Person Lists

View Person Lists

Select Report:  |Basic Travelerinfolist  ¥|

Select Organization:  |Basic Travelerinfo List &| I -Include Sub-Organizations

O piele avele O
Show Full SSN:  |Accounts Info List
Special Features Info List
Groups Info List

Figure 2
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3. After selecting the Complete Traveler Info List, a File Download popup will appear (Figure 3).

Select Save and save the .csv file to a specific place on your computer.

File Download =

Do you want to open or save this file?

@

From: dtscdewebgov.defensetravel.osd.mil

Open Save

Name: CompleteTravelerInfoReport.csv

Type: Microsoft Office Excel Comma Separated Values Fil...

Cancel

x|

9

save this file, What's the risk?

While files from the Intemet can be useful, some files can potentially
harm your computer. If you do not trust the source, do not open or

Figure 3

4. Open the folder where you stored the folder on your computer and right click on the .csv file that
was just saved. Click Rename (Figure 4). Change the extension of this file from .csv to .txt (this will force
Excel to automatically recognize this information as text and start an import wizard, when the file is opened

using Excel).
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5. Open Excel and click File>Open. In this example, select the file CompleteTravelerReport.ixt .

Click Open (Figure 5).

Cg) d
—J Home
= B TS

— 43 Copy
Paste

Clipboard
A -}

Insert

F Format Painter
5
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Figure 5

6. Choose the Delimited option and then click Next (Figure 6).

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that vour data is Delimited,

If this is carrect, choose Mext, or choose the data bype that best describes your data,

riginal data type
Ch 119 ﬂ k
l}: Delimited

€ Fixed width - Fields are aligned in columns with spaces between each Figld,

bk b ok o A ok

- iCharacters such as commas or tabs separate each field. I

Start import ak row: |1 5‘ File origin:

| 437 : OEM Uinited States

Preview aof file C:\Documents and Settingsilerae. stantoniMy Doc. . \CompleteTravelerInfoRepart. kxt,

For Official Use Onlwy

Title: Cowmplete Traveler Info List Pun Date:

IA on [ foo [ra [

|

Cancel |

Contains Personally Identifiable Imformation covered by the Priwvacy Act
FEN (Last 4 digits) First Name, Middle Initial,Last MName, Organization Ham
Mon Apr EZ0 10:03:18 EDT EZ
" OCO{E346"  "CHRIS" ,"A", "CARZON"  "TDZDTMOCED" , "lerae. stantonfdimo. pentag v

= Back II Mext = II

Einish

4
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(Figure 7).

Text Import Wizard - Step 2 of 3

belaw.

Delimiters

olon [ Treat cansecutive delimiters as ane
IV Comma
= Text qualifier: |" VI
I~ Space
[~ Other:
Data preview

This screen lets you set the delimiters your data contains, You can see how your text is affected in the preview

21|

or Official Use Only

ontains Personally Identifiable Information covered by the Privacy Act of
SN (Last 4 digits)

itle: Complete Traveler Info List Pun Date: Mon Apr 20 10:03:18 EDT Z00
2346

i | >

-

-

Cancel < Back Finish

Figure 7
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7. Check the Comma box (making sure no other Delimiters boxes are checked) and click Next

8. On the next screen, the first column has already been highlighted. Scroll all the way to the right.

In the last field, hold the Shift key, and click the last column header to highlight it (Figure 8). All the
columns should now be highlighted.

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set the Data Format.
olumn data format————
& General

remaining values to text.

" Date; |MDY v Advanced. ..

" Do not import column (skip)

ata preview

21

" Text ‘General' converts numeric values to numbers, date values to dates, and all

cking Routing Number [Checking Account Number Eav RPouting Number [

010101010101

Cancel < Back [ext >

Figure 8

Defense Travel Management Office

Revised April, 2009

This document is controlled and maintained on the www.defensetravel.dod.mil website. Printed copies may be obsolete.
Please check revision currency on the web prior to use.

4



How to Import a CSV File into Excel

DEFENSE TRAVEL
MANAGEMENT OFFICE

9. Select the option box Text (Figure 9). All of the columns are now formatted for Text. Click the Fin-
ish button. All of the headers will have changed from “General” to “Text”. The data will properly import into
Excel. The columns have been formatted for text, so all numbers display.

Text Imporkt Wiz.

olurnn data format

" General

& Text

" Date: MDY -
" Do nat import column {skip)

This screen lets you select each column and set the Data Format,

remaining values ko kexk,

21X

‘General' converts numeric values to numbers, date values to dates, and all

Advanced. .. |

entifiable Information covered by

the Priwacy Act of

er Info List Pun Date: Mon Apr Z0 10:03:18

ELT z00

Cancel |

< Back

[ext = |

Einish

Figure 9
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